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ACCOUNTS RECEIVABLE

INVOICE PROCESSING
Module 2

Invoice Processing
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MASTER DATA
• Master Data is information that is relatively 

fixed and remains the same over an 
extended period of time.  

• Each customer has a master data record in 
AASIS.

• Customer master data is maintained by the 
Department of Finance and Administration 
(DFA).

• Users may submit requests to add new 
customers and/or make changes to existing 
customer master data.
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DISPLAY CUSTOMER – FD03
This transaction allows user to display 

customer master data.
The Customer Master Data Record contains 

information such as: 
• customer account number
• customer name
• customer address
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1. Enter Customer account
number or select possible
entries icon for selection.

2. Press enter or click 
the green check.
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To view mailing address, click.

View will default to General data.
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Review, press enter or 
click green check.
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To view additional data, click.
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Click.

You may navigate to the next
screen by clicking the tab or
the next/previous page icons.
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To choose another customer, click.

Or click to exit.
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INVOICE PROCESSING

• Invoice processing allows the user to bill a 
customer for services rendered and to track 
the customer’s account.

• Invoicing, receipting and depositing make up 
the entire process used to maintain and 
clear a customer account in AASIS.
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CUSTOMER INVOICE ENTER – FB70

This transaction is used to enter a customer 
invoice.  

The following example is entering a customer 
invoice containing only one line item and no 
applicable sales tax.
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Enter Customer account number,
invoice date*, and amount of invoice.
Posting date will default to today’s
date.  Press enter or click the Details
tab.
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Details tab and Customer data will be displayed -
enter your Bus. area then select the Payment tab.
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Enter Reason cde or click the possible entries icon 
to select a Reason code.
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Highlight and double click
selection.
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Enter G/L acct, Doc. currency amount, Cost center, and 
WBS element or internal order, if applicable.  Press enter.
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Scroll right to verify Fund, Business area, Funds center, commitment
item and functional area which will default from the cost center.
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Double-click anywhere on the G/L line 
to enter text to be printed on invoice.
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Click.
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Click.
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Click Goto on the Menu bar and select Change editor.
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Type in text you wish to appear on the invoice –
read text above.

Continue to click to return 
to original screen.

DO NOT TYPE PAST THE 5……+ MARK.
TEXT WILL NOT WRAP.
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Bal. is zero.
Click to view before posting.
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Click to post.
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Document is posted.  Another
invoice may be entered or click
cancel to leave transaction.
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CUSTOMER INVOICE ENTER – FB70

This transaction is used to enter a customer 
invoice.  

The following example is entering a customer 
invoice containing one line item and 
applicable sales tax.
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Select.
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Check boxes, then save.
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Message will appear.

Click to return to previous screen.
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Enter customer number and invoice date,
press enter or click Details tab.
DO NOT ENTER AMOUNT.
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Enter Bus. area. then select
Payment tab.
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Enter Reason cde.

Enter G/L acct, amount, and cost center.
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1. Scroll right to enter Tax code, press enter.

2. Select.
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Click.
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The calculated tax will be displayed.

Click.
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The gross amount of the invoice (including tax) will be displayed.

Click to simulate. Balance will be
zero.
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Review then post.
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Message will appear,  press enter.
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Posting will occur with document assignment.
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PROCESSES FOR REDUCING DATA ENTRY

There are functions within transaction FB70 
that reduce data entry:

Entering a customer invoice with a reference
and

Creating an account assignment template
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CUSTOMER INVOICE ENTER – FB70

The following example is entering a customer 
invoice with a reference.
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From the Menu bar, click Goto and 
and select Post with reference.
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Type in the referenced document number,
press enter.
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At this point you can make any necessary changes to the referenced
document.  We are going to change the customer number and amount
in this document.  
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Enter new customer number in the Account field or 
select from possible entries icon to select.  Press
enter or click the green check.
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Double click on the first line item.
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Update the line item information, e.g.,
change amount and Disc. Base.

ALWAYS remove previous Assignment number.
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After change is made, click 
document overview.
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Double click second line item.
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Change amount.



AASIS Support Center, Donna Bolanos 
05/01/03, Revised to V3.0

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

2 - 51

After change is made, click
document overview.
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When document is in balance,
click to post.
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Message will appear with document
number indicating document posted.
Press enter or click the green check.
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CUSTOMER INVOICE ENTER – FB70

The following example is creating an account 
assignment template. 
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Complete steps as usual for
completing invoice.

Click.
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Display of existing account assignment 
templates will appear.
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On the Menu bar, click Edit and select
Create account assignment template.
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Type in a name for the Act. asst temp.
Choose a name that is relevant to the
process and is easy to locate again.
Click Continue.
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The template has been saved and appears on the tree.

Click to post invoice.
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CUSTOMER INVOICE ENTER – FB70

The following example is using the account 
assignment template. 

An account assignment model will retain the 
G/L line information.  The customer header 
data will have to be entered each time.



AASIS Support Center, Donna Bolanos 
05/01/03, Revised to V3.0

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

2 - 61

Enter in Customer and 
Invoice date.  Enter or
click Details tab.
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Enter Bus. area.  Select
Payment tab.
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Enter Reason cde.
Click Basic data tab.
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On the Menu bar, click Edit and select Select
account assignment template or double click
on Acct. assignment template in the tree.
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Type in the name of the Act
asst temp, click Continue.
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All of the G/L information defaulted to current invoice.

Click to post.
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CUSTOMER CREDIT MEMO – FB75

This transaction is used to reduce the amount of the 
original invoice.
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Enter Customer, Document date
and Amount.  Press enter or click
Details tab.
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Enter Bus. area, select
Payment tab.
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Enter the original invoice document number
and Reason cde.  Press enter.
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Warning message will appear, press enter.
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Enter G/L acct, amount and Cost Center and Tax code, if applicable.
Press enter.
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Click to simulate posting.
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Review, click to post.
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Document posted.
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RECURRING ENTRIES

Recurring accounts receivable entries are business 
transactions that are repeated regularly with the 
exact same posting information.  Recurring entries 
can be defined for G/L accounts, customers, or 
vendors.  The following data remains unchanged 
in recurring entries, unless subsequent changes 
are required:

Posting keys
Account
Line item amounts
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ENTER RECURRING ENTRY – FBD1

This transaction is used to enter recurring data into a 
recurring posting document. The recurring entry 
posting program uses this document as a basis for 
creating accounting documents.  Via the recurring 
posting document you specify exactly when the 
system should carry out a posting using the data 
contained in it.
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Upon completion of fields, press enter.
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Upon completion of fields, press enter.
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Upon completion of fields, press enter.
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Click the overview icon.
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Click to save.
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Document number will be displayed.
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CHANGE RECURRING DOCUMENT – FBD2

This transaction is used to make changes to a 
recurring document.
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Enter previously created document number,
Company code and Fiscal year.  Press enter.
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Double click on either line item to change the text information.
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Make desired changes.

Click to change header information.
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Make desired changes, press 
enter or click the green check.
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Click to save changes.
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Changes saved.
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RECURRING DOCUMENT TRANSACTIONS

The following are additional transactions for 
recurring documents:

FBD3 – Display Recurring Document – allows 
you to display recurring documents.

FBD4 – Recurring Document Changes –
allows you to view any changes made to recurring 
documents.
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RECURRING ENTRY DOCUMENTS – F.15

This transaction allows you find recurring 
documents.
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Enter Company 
Execute.
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